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Roles

Check-in

Ballot Sorting

Ballot Preparation (teams of 2)

Envelope Opener Operator

Runner and Baliot Flatteners {team of 2)
Baliot Tabulater, running the scanners

Team of 2 for BS450, 1 person far the DS200

<% Ballot Reconstruction, also called Remaking or Duplication {team of 2)

Irnportant Information

4 You will be working safely distanced from each other.
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\We are taking as many safety precautions as possible, everyone will be issued

PPE, including masks and gloves.

Under WEC regulations, you MUST wear a cloth mask covering your nose and
mouth, secured under your chin, A face shield without a mask is not a

substitute,

Absentee ballot envelopes may be opened beginning at 7:00 AM when the

Manager announces;

“The polls are now open.”

All absentee ballot envelopes received prior to Election Day have already been

scanned, sorted into ward order, and alphabetized by fast name.

Each ballot preparation team will recelve one bin for a ward at a time. This bin

will include the paperwork, envelopes, and ballots for that ward.
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Contents of Ward Bin

In each bin, you will have the fallowing:

ENY 2 County Clerl Official Blection Returms

ENV 2 County Clerk Official Election Returns
ENV 3 Certificate of Rejected Absentee Ballots

ENV 4 Used Certificate Envelopes of Absentee Electors

ENV 5 Original Reconstructed Ballots
ENV 6 Ballots Containing Write-In Votes
Inspectors’ Statement, 2 copies

Voter Number Check Card, 2 copies
Write-In Tally Sheets, 2 copies
Absentee Ballot Log, 2 copies

Central Count Ballot Preparation Record
Central Count Ballot Scanning Record

ENV 4 Used Cartificate Envelopes of Absentee

Elaqmr&s

BNV 3 Certificate of Rejected Absentes Baliots
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ENV 8 Original Reconstructed Ballots




Batlot Preparation Record

&

Centraf Count Ballot Preparation Record

Date Novempee 1, 2020 Balal PO TR e, WG
T Fhrst Woler | Lait Votar | Rumbat St | Mkt St for | Mumsher Wrong |Tatal Nurmissr | BARoL 5145 Team
Started b Stinndng | Retonftnattion | Najectid of Balids [

Nutbar | Humbat

Wapd

Voter Number Uheck Card, 2 coples

"VOTER HUMBER CHEGK CARD | :
: Ry . LT
b NIRRT R TR -“;:& e el P
LR L S Fame e oasrts
plom o SRR o e 3
Write-In Tally Sheet
" . ; Y o g
Ballot Scanning Recosd
Ceniral Count Balloi Scanalng Record
Gata: fuvembay 3, 2820 LE L — . Wad9
T Lajt Vorer | Recelved from | Numbet of | Humber Numbrer et to | Rumber wih | Fabubeior intlsh
Started Numbst | Recohstouction T #alots Scavewd | Bacombructioh | Witts ed :




Types of Ballots:

Official Ballots:

¥ 95% of your ballots

s If the ballot is not damaged and for the correct ward, assign it a voter number,

¥ If the ward for the ballot does not match the ward on the envelope or the ballot is damaged,
put it in your reconstruction folder.

ExpressVote Ballots:

¥ Assign voter number and keep a separate stack for each ward

#¢ These do not need to be reconstructed unless there is damage

Emailed or Federal-Only Ballot:

¢ Al emailed and federal-only ballots should go into your reconstruction folder,
¢ Put the certificate and envelope in ENV 4 Used Certificate Envelopes of Absentee Electors,
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Throughout the day, we will get deliveries of absentee ballots from USPS and dropque's, You will
need to accept the ballot delivery and sign the delivery log, sort the envelopes, deliver them to the

appropriate ballot preparétion team, and reorganize paperwork after scanning,

When you receive ballots, record it on the Ballot Receipt Record. Include whether it's a delivery of
ballots or the ballots came difect to the Central Count dropbox. Envelopes should then be sorted first
by ward, then alphabetically (so Ward 1 A-Z, Ward 2 A-Z, etc.} Aftef they are sorted, place the ballot
envelopes into fhe tray for that ward. You may get a new delivery of ballots before the ballot
prep’aratibn téam has begun working on the previous delivery. When this occurs, combine the two
batches into a single batch, o

Once teams are done preparing their ward, you will give them the next ward they are assigned to
work on and write it on the Ballot Distribution Record.

Sometimes ballots are given to the wrong team. In that case, someone will bring it back to you. Tally it

on the Ballot Distribution Record for the ward where the ballot should be.




After a batch of ballots from a ward have been scanned, take the ward sign, Inspectors’ Statement,

absentee ballot log, and voter number check card from the scanning station and place them with the

folder for that ward.

Ballot ?ﬁ?ﬁga?aﬁﬁﬁ and Open Envelopes

The central part of the counting process is preparing the ballots for scanning. There are three key

steps here:
1. Setup the ward for processing
Review envelopes and remove Rejected ballots.

2
3. Open envelopes
4

Assign voter numbers and write on envelope and ballot.

Set up the Ward for processing

Remove all record-keeping paperwork from the bin.

Place the ward sign on the edge of the table so that it’s visible.

1
2
3. Sign the Inspectors’ Staternent for the ward,
4

Mark the time and first voter number on the Central Count Ballot Preparation Record.

Review Envelopes and Remove Rejected Ballots

When you receive ballots in the morning and throughout the
day, they should have the certification completed (voter
signature, witness signature, and witness address). These

have alt been reviewed by the clerk’s office.

There will be a few ballots that are stamped “Rejected"; these
should be at the back of your bin of envelopes. Do not open

any rejected ballots.

Record Rejected Ballots

1. On the ballot envelope, write Rejected # with the next

number for rejected ballots, starting off with Rejected
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3.

#1. If you've already rejected 4 ballots, the next baliot to be rejected will be numbered

Rejected #5. _ :

On the Inspectors' Statement, write the incident number and code (RO if the envelope is open, |
RS if the voter did not sign the envelope, RWS if there is no witness signature, RWA if thera is
no witness address, RD if the voter died, and RB if the voter cast multiple ballots). Write the
vo_ter's name and the ballot number for the description, record the time and initial.

Place the unopened ballot envelope in ENV 3 Certificate of Rejected Absentee Ballots.

Open Envelopes

Take the envelopes to the envelope opening machine. The operator will use the machine to open the

envelopes. Then, return to your table, .

Assign \f@’kzesi%\iumbere o

A,
B.

Partner 1: Announce the voter s name and address
Partner 2: Find the voter on the absentee balfot log. Announce the voter nurnber and cross it
off on the voter number check card. ' '

Partner 1: Number the envelope and record the number on the Absentee Ballot Log.

D. Partner 2: Record the numbef on the Absentee Ballot Log.

Partner 1: Remove the ballot from the envelope, check that the ward number on the ballot
matches the ward you are working on, and write the number on the ballot. Then, cross the
number off on the voter number check card.

As you are removing ballots from the envelope, it helps to back-bend the envelope, bending it in the

opposite direction of the original fold.

Repeat these steps until all envelopes are counted and keep the envelopes in voter number-order. .

Create a separate pile for ExpressVote ballots.




Damaged, Federal, or Ernailed Baliots

If the ballot is damaged, emailed, is a federai-only ballot, it will need to be reconstructed so that the

scanner can read it. Number the ballot but place it in the Reconstruction folder,

Record these ballots an the Inspactors’ Statement with the code R. In the description, include the
vater number and the abbreviation for why it needs to be reconstructed: "DM” for Damaged or "OT"

for Other (federal-only or email ballot).

If the Ward Number an the Ballotis Wrong

# If the ward number on the balldt does not match the ward you are working on, E_heﬁk that the
yoter is on your absentee ballot log anid the ward number on the envelope matches your
ward. | | . | |

*_;:?‘s:’ If the voter is not on your absentee ballot log, do not nurﬁber the ballot or the envelope. Keep
the ballot in the envelope and place the entire envelope in your Reconstruction folder.

s If the voter is on your absentee ballot log and the ward number on the envelope matches your
ward, number the ballot and place it in the Reconstruction folder. Mark it on the Inspectors’
Statement with the abbreviation WW for Wrong Ward. {See next page for visual)

Finishing a Batch
&

If you ara working on the DS450 {most teams):

After you have numbered alt the baliots you have for that ward:
# Raise your ward sign to signal to a ballot runner that you are done.
¢ Fill out the baltot preparation record and be sure to initial the line, If you subtract the last
voter nurnber minus the first voter number, that should equal the number of ballots sent to
scanning plus the number sent to reconstruction. If you add the number rejected or with the

wrong ward to that, the total should equal the number of ballots.



¥ Place the certificate envelopes, in order, in ENV 4 Used Certificates of Absentee Electors,

% Place the Ballot Preparation Recard, Inspectors' Statement, Vater Number Check Cards,
Absentee Ballot Logs, and ward sign in your ward folder,

#  Place the ballots in your ward folder, behind the paperwork.

% The ballot runner will collect your folders and envelopes,

# - After that, you can start on a new ward,

If your ward is on a DS200:

If you've been told that you are working an a ward assigned to a DS200 {the smaller scanner), the
tabulator will collect your ballots at various points, before you've finished all of them.

Ballot Running and Flattening

The ballot runner and flatteners will collect the ballots and paperwork from each table and flatten
them to go into the DS450, This is an Incredibly important job since it prevents jams and allows the

machines to read the ballots.

Tips to flattening the ballots:

. Rollthe ballots forward and backward to try to remove folds,

# Forirregular folds (e.g, a "stair-step” where two fold lines are close
together}, run a flat object along the paper, taking care not to scuff or
mark the ballots.

+ Straighten edges and corners as much as passible,

#: . Fan the ballots to ensure that none are sticking together.

) o

If one edge of a ballot is folded, crumpled, or wrinkled, feed the other
end in first,

¥ Back-bend the ballots starting with a small stack of 10 ballots, then
20-50 as they become flatter, though try to avoid creating any
additional fold lines.

¥ Insert the ballots into the Jogger machine to line the ballots up evenly.

After the ballots are scanned, they can then tally the write-ins and deposit the

ballots in the bin for the ward.




Reconstructed Ballots

After ballots are remade, return them to the tabulators to scan the new ballot. Place the old ballot in
ENV 5 Original Reconstructed Ballots. ' ' ' |

Tallying Write~Ins
In order for a write-in to count, they must be registered. If there are any qualified write-ins, both

tabulators should tally the write-in on the Tally Sheets,

For ballots scanned in the D5200s, you'll have to look through all scanned baliots at the end of the
hight to identify write-ins. o

Ballot Tabulation/S aanﬁ ng

Finally, we get to actually scanning the ballots, Without this step, they won't be counted.

Getting Started in the Morning:
At the beginning of the day, print the Zero Report. From the Access Menus, touch the Reports tab,

then Zerp Report, then print. After this, we can begin scanning ballots.
En:é-u'r'e' th_&t the 'b'ih Iehgths are correctly adjusted for 14" baliots,

Settmg up a Ward to Scan on the DS450;

1 Check the Ballot Preparation Record far the last voter numnber. Write that number, the time,
 the number of ballots received from Reconstruction and the number of ballots {which should
equal the number of difference between the last voter number and the last voter number
from the previous batch plus the number of ballots received from Reconstruction) on the
Ballot Scanning Record. ' '

On the DS450 touch screen, press the Scan button and then Scan Ballots.

"A-Préss_-SeIect Precinct to enter the ward number and then search for it.

Chaose the right ward and then press Next, Touch Next again to confirm the selection.

SN N

" The screen should display Load Ballots,



Scanning:

A, The input and output trays should be correctly aligned
for the ballot size (14"}, If, for some reason, they were

changed, adjust them,

B. Slide the ballot guide out of the curved apening in the
inputtray, '

C. Place the ballots in the input tray. Start with smaller
stacks of around 50 ballots before increasing to 100 or

more.
D. Slide the ballot guide toward the opening until it locks,

E. Once ballots have been loaded, the Ready to Scan screen
appears. Press Start to begin scanning,

F. While the ballots are being scanned, the Scanning screen
is displayed. Only the Stop is available on this screen; the

other optiohs are dimmed.

G. After the ballots have been scanned, the Scan Ballots
screen is redisplayed. This time, only Save is available; the other options are dimmed.
H. If there are more ballots for the ward, load them into the tray, repeating steps B, C, and D.
. If you are done with the ward, look at the "Current’ column on the Scan Ballots screen
indicating the number of ballots in each bin, as well as the total number of ballots scanned,

The top bin has ballots that were not scanned and
need to be reviewed or reconstructed.

The middle bin has ballots that need to be
reviewed for write-ins.

The bottom bin is ballots that were scanned

successfully.




Press the magnifying glass for the top bin if there are any baliots there, This wiil display the

_ re’asoris'they couldn’t be processed.

i Attérhpt to re-'sc'_an ballots that are unreadable in the next batch. Try rotating them to see if
thathelps. | |

-For 'b'a!io:i.;s with no marks on them, follow the steps in Part ).

| For all other unré_a'dab_!e ballots, mark them on the Inspectors’ Statement with the ballot
number and an 'abbreﬁiation for the reason, OV for Quervoted, DM for Damaged and OT for
other ballots. Put them in the Reconstruction folder |

Then, click save, unless you need to re-scan the entire run for some reason. If that's the case,
click the X next to the total.

and then

yes to confirm. Then run them through the scanner again.
SORT
B |t will then return to the Menu and

After doing so, then press Sort to turn it back on, ®

you can choose Scari mode,

. Record the results on the Scan ning Record, Then give the ballots to a runner to tally the

write-ins and put in the ward bin.



Heconstruction

If a ballot is damaged, is not on a scannable ballot (emailed or federal ballots), for the wrong ward, or

cannot be read, it must be reconstructed, The ballot sorter(s) will bring you ballots to review,

All work must be done as a team of twa.
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- On the original ballot: ‘ / On the remade ballot:
A} Write the original ballot number,
B) Write your initials and your partner's

LRSI

A) Record why it's being remade.
B) Write the original ballot number,
C) Write your initials and your partner's initials.

initials.
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1. Partner 1 takes the original ballot and Partner 2 takes the new, blank ballot.

2, Partner 1 reads off the original ballot, Partner 2 verbally confirms the vote and fills in the new
ballot.
If the ballot was for the wrong ward, reconstruct the ballot with votes only for races that are
in both wards,

3. Partner 2 hands the new ballot to Partner 1 to verify that the ballot matches. _
Give the ballots to the baliot runner to scan the new ballot and place the original ballot in the

ward's ENV 5 Original Reconstructed Ballots.
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Closing Out at the End of the Night

At the end of the night, we need to print out reports from the scanners and reconcile them before
packing ballots and all paperwork up. _
. Tabuiétors print out vote report totals by ward, _ _
¢ Ballot prep teams compare the ballots to the last voter # on the voter number check card.
Record both on the Inspectors’ Statement. If there is a discrepancy between the two
numbers, follow the below steps:

o Look through the Voter Number Check Cards and Absentee Ballot Logs to see if a
number was skipped or used twice. One partner should read off voter numbers from
the Absentee Ballot Log while the other person checks the number off again on the
Voter Number Check Card, _

m Ifavoter number was skipped, mark it on the log and note it on the
Inspectars’ Statement with code X,

m If avoter number was assigned twice, circle it on the log and mark it on the
Inspectors’ Staternent with code X, |

o Was a rejected ballot assigned a voter number? Were any reconstructed ballots
assigned a new number? Look through the envelopes for any of those. If any of those
ballots were inadvertently assigned a ballot number, mark this on the Inspectors’
Statement with code X,

o If you can still not reconcile the voter number and the number of ballats scanned, flag
down a Central Count leader to look at the logs,

e Sign the following forms and place them in the ward envelope,

Do not place them in the ballot bin until after all ballots.

© Inspectors’ Statement . o Voter Number Check Cards
o Write-In Tally Sheet o Results sheet for the ward
o Absentee Ballot Logs

¢ Place the scanned ballots, ENV 3 Certificate of Rejected Absentee Ballots, ENV 4 Used
Certificate Envelopes of Absentee Electors, ENV 5 Original Reconstructed Ballots, and ENY 6
Ballots Containing Write-In Votes in the ward bin.

* Place ENV 2 County Clerk Official Election Results and all paperwork on top then seal the
ward bins,

¢ Repeat for any additional wards.
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No eating inside the Ballroom
If you are taking a break to eat a meal or snack, you must leave your station and eat outside of the
room, We will provide lunch {at 12 PM) and dinner (at 6 PM). You will have half an hour and can eat

outside of the ballroom.

If you are doing ballot preparation, you must take a break for the meal at the same time as your
partner. Check with a Central Count leader first to make sure no ballots or other papers are left out

on your table and euer\/thmg is ready to go.

If you are daing any cther role, check with a Central Count leader before leaving to eat.

Mreaks
If you need a short break {(bathroom, snack, etc.)

If you are doing ballot preparation, the envelope machine operator can fifl in for you.
If you are in any other role, flag down one of the Central Count leaders and they will get someone to

replace you.

R




